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Glossary 







Chapter 1 Telephoning 


t-fljlfSb JUaJVI 1 


Dialogues 1 


1 clil J 


I'd like to speak to Max Reed, please. 


i^lli^ j« (jnSLn " i fc vWil jl -ijl 


Hi Max. Simon here. 


.1-^1*0 -si (jjxjLoi LI t^ji^Lo ^LaI 


I wanted to run through some of the 
arrangements. 


.CllLjJjjll (J-<a»J lilx-a £_=J jl jl dljjl 


Sorry to keep you waiting. 


tjlWi* \c. i "not tA'cj i 


Would you like to leave a message? 


? aJL* j til JL J ^jj Ja 


I'll get someone to call you when they get 
back. 


La-ijc liL (J i rt\\ jl La (_)."»••> u) jx i— llial i_Sjjai 


I understand that she is looking after Sales. 


diU nflll c _ 5 ic i_ajjij Ujjl ^.fllr- ' 1 


Marco Stam is on parental leave. 




I'm afraid she's not here at the moment. 


.JLtJI Cj3_ill ^ L>A ( i.iul LjJ 


Have we covered everything? 


?^ Luke. Ja 


Anyway, thanks for calling 








Dialogues 2 


2 <->! J ja. 


This is Ann Forsell's voicemail. 


.(JjoijjS jV ^jjl^JI jA liA 


It's about the meeting next month. 


. JjLJI ^ ^Lu=>.yi jc. ^1 


I can't make it. 


d.-~VI IN* j.uJ J .,L-,...i V 


Can you talk? 




I'm in a meeting. 


.£Lu=J y 


I was just ringing to check the time for next 
week's meeting. 


. JjLaJI £ jAuiVI 


Sorry, I can't hear you very well. 




I'll just go outside. 




If you are calling about an order, please 
press 1. 


'^U.-i j-> 






Chapter 2 A company visit 


teyu S jbj 2 






Dialogues 1 


1 ^IJj* 






Can you tell me how to get to your office 
from here? 


(j-a ( -i^n^A ■ (Ji«-il <■ ii< . \ t ».^->"i jl jfLaJ (Ja 

?La 


After about two kilometres, you'll see a 
garage on your right. 


. J "J 


Park in one of the visitors' spaces. 


jl jjtt 2 . ^. „tl jSLaVt ^xi • t^JjjUoi i_aa jl 
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I'm calling from a service station. 


.(jjjjJI A iaa <i (j-a (Jj-aji ^^jjl 


Take the first left after the service station. 


_(jj_)jj]| A li> <i jLmsJI 4^-?- lS^^A" J J' ^ 


Carry on for three kilometres. 




I have an appointment with Hans Ekburg. 


Jj£J\ (jajlA £-a 


Do you know the building? 




Mr Ekburg 's office is the fifth on the right, 
along the corridor. 


^ (jJ-ajJI (jjxla \\ jA £ jjjSLj] jluui > . uS « 


Hello John. Good to see you again. 


1 *i 1 1 4.1 1 


I'd like you to meet Lera Berman. 


, jLajJJ Ijj] (Jjlii (jl -iji 


Did you have a good journey? 








Dialogues 2 


2 CjI j! ja. 






We're in the label business. 




We employ just over 5,000 people 
worldwide. 


(j-a jjSI Uj] 

5,000.^1 


It's growing all the time. 


,dl3_aSI (JljJa JAU 1 iLl nil 


Tell me more about your mailing business. 


. _>^W iaUij (jC -li^^J' 


We're a private limited company. 




How long have you been on this site? 


?£JS_4a1I li& ^ ^SjSjjoi dilia ^^ILa Jia 


When was the company set up? 




Let me show you around the office. 




An open plan area. 




I'll introduce you. 


.^La-lisl 






Dialogues 3 

O 


3 d l! jlja- 






We're the second largest manufacturer in the 
country. 




As well as supplying the car industry, we 
sell glass for buses and aircraft. 




We run a so-called 'shopping search' 
website. 


" J^alJ diaJI" <uJ £±> Jny\ Jic ^^a liul 


You can compare prices from various shops. 


4itV*> ill J-\\"l.ll| j" 2 i^\i<»i 


In my view it's far more secure. 


.tjLai jj£l liA (jl (_£ j]aj (j<a 


In terms of sales by region. 


I lirtl dll T (j-a 


North America accounts for 1 5 per cent. 


.%15 sjUuiii 


The Chinese economy is booming. 






. ^yt.ulll ' ■ UjoiJ ^ ufll jj (jl ^JJadJolj V 


We cannot compete with them on price. 


_(jl_4JalVI ^ji ^Al=k jj3jJ*-« Lijl 
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We are well known in the market. 


.Ajlill bajj-a JJC- lilb JJUa_l (Jill) 1 ajllSi 


Transport costs make it very unprofitable. 








Chapter 3 Job Information: 








Dialogues 1 


1 CJ J ja. 






I'm responsible for new product 
development. 




I report directly to the CEO. 




What does that involve? 


<v«tt'w (j \\\ u 


It sounds challenging. 




I hear you studied in Finland? 




I did a degree in Engineering. 


"Lol-li^JI ■ « AjvJ-S ^jic. (."ll.^l^ 


I was very interested in the job. 




I usually cycle to work. 




Are the hours flexible? 




I like eating in the company canteen. 




Excellent communication skills are 




essential. 




Absolutely. 




We should advertise with an on-line 




recruitment agency. 








Dialogues 2 








The atmosphere is very relaxed. 




Everyone is on first name terms. 


.(JjVt A-ajoiU ^>a.VI (_)<alxJJ (J-aa iH 


Don't you find it very hot there? 


?Ua l.ia> jU (jJUl J Vl 


I have no regrets about moving. 




$50,000 a year plus commission. 


50,000.^ j-JI J! ^ 


The cost of living in Kazakhstan. 




The level of local salaries. 




Neither have I. 


.LjaJ Ul ("inllj 


The company really looks after its people. 


(JatilLs I (J rtjn ja) ■ m* <S jj^JI 


I have free use of the company gym. 




Promotion prospects are excellent. 


.0 jtLui AjSjjII dlbtijj 


How has the takeover affected the 


? j| jaJLoiVI A£j*iJI CjjjU t Lj£ 


company? 




About 300 people are going to lose their 
jobs. 


.^g 9j1 Sa j i_aiaj-a 300 CS^^? 3 * 
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Quite a few want to take early retirement. 


. j£fa jui -iclajj ji AjjJ "US lilliA 


There are no compulsory redundancies. 








Chapter 4: Presentations 








Dialogues 1 


1 CJ j! ja. 






It's good to see you all here. 


.liA jl ji -luuj (^iil 


I'd like to talk about our future plans. 


J(0°w.,^\l iliUli-v jr. i*vW"il jl 1 jl 


First I'll describe our study programmes. 




That's all I wanted to say. 


.<S jSl jl Cliji La JS lift 


That leads me to my next point. 




So, next year's budget. 


. JjLJ ^LxJI 4jjl jj-a I fa) 


I'm afraid I can't say. 


.Jj^i ji gj)iM>i V (^jji t _ 5 J^ki 


I didn't catch the question. 


. Jl JJaJI £Aull ^jjj 


Could you bear with me? 


^^^Jt-a J 1. jl l^lt^At Ja 


Sorry, where was I? 


?C1u£ jjl ti_iuil 


You were just about to tell us some 
interesting news. 


_ojUJI jUiVI (_p3juj U^)iij jl liLij ^^ic cjjS 


As I mentioned earlier, . . . 


. . . ' j-° O j£ J La£ 


I'd like to finish by thanking you all. 


^£^)Sjaii jL ( _ 5 jj ^1^1 jl Jjl 


You are very welcome to contact me. 








Dialogues 2 








Turnover rose in the year to April by 1 1 per 
cent. 


.AjLaJI <.J,.iUj 


Profits jumped by 20 per cent. 


.AjLaJI ^ 20 <„''*>.' ^Wj^ 1 <-> j2 


These results give a misleading picture. 




A 'one-off profit. 


_S.la.lj o j-al ^-JJ 


We're currently predicting a slow down. 


, jiaLu yL=>. ^ijii Uji 


Analysts are forecasting an upturn. 


..ijJUL^a jjlK all 


We're looking at a growth rate of between 1 
and 3 per cent. 


_4jLaJI 3 J 1 jy J-l*-a ^ijlj Ijjj 


As you can see from the graph, sales have 
increased considerably. 


(— iIt noil cll.il Jjl t^jLuIl ^joijJI j-a jjlaa.^ La£ 

< ^-joj^ALa o Jj y gaJ 


Sales picked up in February. 


jjl jj3 1 " ■ * dll » noil i"n 


Sales reached a peak in August. 


(jiiJni.ifcl ■ * S JJ^ dllatiiaSI 


The closure of our Lufwa plant in January 
accounts for the sharp fall. 


.ljj.il ■jj-j-"' (j^aliijl 
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Sales have continued to decline. 


, jjA-lul 1—11 1 null 


If you compare this six-month period, there 
has been very little change. 


i*vv%. \ ~\ ioIa j^-^l <LoJI oj£a diijla lil 






Chapter 5: Meetings 


cjteUbtfl 5 






Dialogues 1 


1 Lh\ J ja> 






I'm trying to arrange a meeting for next 
week. 


. JiLJ ^jfubU ^LaJaJ <_ ijjf jl JjL^l (jijj 


Can you make Tuesday? 




Is Juan coming by the way? 




It should be finished by 3: 15. 


.3 : 15 icUl ^^^aiu-^U^V 1 


Just in case the meeting overruns. 




He didn't want to miss the meeting. 




I'd like to come over to Poznan next week. 


. JjiaJI pjfoiVl (^i jLjjJ JJ^asJ jl Ajjl 


Any day next week except Friday would suit 
me. 


Ajt-aaJI ^ QJ I^C La , _iai)Li ?- aluiVI ,»Lsl / c\ 


Could you check with Alex and get back to 
me? 




I'll order some sandwiches. 


_ i^Loili j-iiuJI t—iliai i_a_jjoi 


Otherwise I'll see you in the office at 12:30. 


.12:30 






Dialogues 2 


2 <->! J ja. 






Could you take the minutes, please? 




I'd like to leave item four until the next 
meeting. 




Can we look at item one? 


-ilJ jJaij ji jfLaJ J& 


What are your thoughts on this? 


? j^Vl lift je ^jl£a! ^ La 


I was asked to find out what the people in 
my department thought. 




The majority feeling was in favour. 




Of the fifty people I asked, only five did not 
like the idea. 


laSs ^ \ n 'luui t^(j*\l m jlill (J jluiA^JI j-o 


Does everyone agree? 




Is that really necessary? 




I suppose you're right. 




The other point I want to make is this. 


,ai& 1 g a . >> jl jl Aijl ^jJI tJJ=^\ Ajoaill 


We must really avoid this in the future. 


Jio".„a\I « M.S. i iWii jl i i-s. i 
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That's not true. 








Dialogues 3 


3 cJJj^ 






I'm just phoning to let you know. 




Bad news I'm afraid. 




What reasons did he give? 




short-sighted 


, __)Iaj jjL^aS liJliA 


I thought I ought to let you know 


. JUJI ^liLI jl > j->j <d cjjSi 


immediately. 




Anton has been having second thoughts. 


. jVI 4jlj JJC 


He now thinks we've made a good case. 


.SAia. LUJ lii^l jl jVI VsVj Ait 


I'll call you tomorrow so we can discuss 




details. 




Here are the main points. 


.4-luilJjll JaLaiSI aiA 


Jaroslav to produce a questionnaire. 


jll In* > nj -i*J jl Aalc. i_s!)Laijjla. 


Juliet to research costs for proposed 
building project. 


$.Uj]| i SjJISj i*i-s n (jl 1 g j\r- dulja, 


No decision made. 




I've attached the draft minutes of the 


c-1 <u-sVI A > »i \ — > o^jjoui (J^jl t^-ijl 


meeting. 




Check if I've left anything out. 


_tilial ^^-uljl ^1 ^^jjl (j-o ^sb 






Chapter 6: Entertaining and 




socialising 








Dialogues 1 


1 ^IJj* 






Would you like some coffee? 




Do you take milk and sugar? 




Can I have a soft drink? 


?i i o*l Ja. 


Let me translate the menu for you. 


.till ^UJall ^jjI Lg jc^ 


Borsch - that's beetroot soup. 


f. \ ma _jA lift _ 


We're ready to order. 


t In 11 > ■ lllnl jjWlm.0 Uj] 


And for your main course? 




I'd like fried chicken. 


_ j<\^ « ^ la, ^ -1j j\ 


Medium rare. 


A In i >i_^La 4_aj.}] _j^Ja-o 


Can we have the bill, please? 


^i^lli^i^ j-» Sjj*U\I iii-..' jjl jfLu (Ja 


Excuse me, but could you tell me what this 


V 1 jLa Ja,V ^jjjjukj ji ^uii (Ja 


is for? 




Do you take credit cards? 


? (jLutVl cjlalkj) ±J& Ciijjal! 1 Ja 
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There's a cash machine just across the road. 








Dialogues 2 


2 Ca\Jj^ 






Where do you live Xavier? 


j La tjjijjtj jjl 


Oh, I know Barcelona very well. 


_t.ll:>. AijLijU i_i^)C.i ls jj\ 


It's a great place for a holiday. 




Did you see the football match last night? 


?(jaJ AlA j»Jall o j£ ol jUa Cj^AUi Ja 


So you like football, do you? 




Where are you going for your summer 
holiday? 




My son and daughter can go mountain 
biking. 


JUaJI tjLiul cjlakl j^ll 1 «j i^v « i ^^jiilj ls jA 


Do you have any children? 


1 JUL! g;i Ja 


I don't know what to wear. 




I'm sure they'd appreciate some flowers. 


_ JjA jJI jjr-nM jiixaJ Ijj-}9j I—Sjjoi VM i« Ul 


i m sorry 10 ncdr uidi. 




T ran't tp a 11v on into it n rvw/ 

1 L-u.ll L ICdllj' g,U 111LU 1L 11UW. 




T nnHpr^tann 1 


. v"^ ■» 1 pa L5* 






^UdJJLCI /. lldvcl 


.a, „t\ T 
V* UJJ ' / 






Dialogues 1 


l UJj^ 






Would you like an aisle or a window seat? 


?<3jiall jl_J?-J ji SisLiil jl jso -iatiLa L_1C jj Ja 


A seat in the exit row. 




I'd like to book a hire car. 




How would you like to pay? 


jj]aj ^ijiui > iu£ 


A single to Munich, please. 




Do I need to reserve a seat? 




I'd like to book a twin room. 




I won't be arriving until 1 1 :00p.m. 


, f U 1 1 : 00 ^^Jl Jjs ji 


I have a reservation in the name of Perry. 


.C5 J£ Is-^ 


Could you fill in this form, please? 


j fl Sj V 1 »'^> ^ ji '^<<-< J*. 


We have a non-smoking room with a 
balcony on the 1 0 th floor. 


(JjUall 4jj£L (jx=»-Sj jj-^ <3^)C. lip! 

.^iUJt 






Dialogues 2 


2 ^IJj* 






I just have this bag and a laptop. 


_ (J j aa a jJjJ^nS jL^a.j A jjaa \\ aiA (^gJt-o 
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The bag will have to go in the hold. 


(j_)i-all > 1-s 1 4_ua=*JI 


I'm not going to get to the meeting on time. 




I've just missed my connection. 


<lslLa]| ^jjUa ICj* (."ijm.Jo Jial 


I'll let you know if I don't manage to catch 
the flight. 


(jLaill (j* (j^-ojl lil Laic i- s lJnl%i i_jjjai 

.5 jlLJI 


There will be a minibus waiting at the Gate. 


Aic. iil jUaijl {^gi jj^aU lilljA (jj^J I— Sjjoi 


I'll keep my fingers crossed. 


.lilii Cj^j jl ^jaB J£ qa t _ s iAji 


I asked for a non-smoking room. 




The bed hasn't been made. 




We need some identification. 




I don't have enough cash. 




We do accept credit cards. 








Chapter 8: E-mailing 


.^jjStffl JjjJI JiU-j 8 


Messages 1 


1 m tt 
1 JjLuijil 






Dear Ms Hamza 




If you have any queries, please call me. 


-t5 J JU^jVI ja-J Cjljl riLUnj U 1 ^ ^1 


Yours sincerely 




Dear Colleague 


. Jj-ajll dsjijp- 


I am writing to inform you 




Best regards 




Hi Jaana 


.LLa. Ij Lta.^o 


Hope you're feeling better. 


I'liin* .13 (jjS (jl (_ s JAjl 


I have to cover for her. 


.1 g 1-s « (Ja.1 jl ( . la-j 


Speak to you later. 


. -iaj LuS! liiJI Cj^ajl L_Sjjai 


Let me know when you're next going to be 
in Salzburg. 


_a ly^flii o^aii ^ jjj^iLoi jjjj i— sjjoi t _ 5 io (^jjf^i 


I look forward to hearing from you. 


i jJnnl "'I 


Regards 








Messages 2 


2 J 






Many thanks for helping. 




A public holiday 




Anyway let's hope we have better luck in 
Yokohama. 


J^aal Uka. (jj£j (ji ja. jj JLa. 


Take care 





English for work 'Everyday Business English' 



Glossary 


I am writing to thank you. 


A Jj)! <_AkiJ liA <_u£l ^1 


I would like to apologise. 


, j-5acl jl Jjl 


It clashed with the World Cup finals! 


i( JUJI <ji£] Aj3l$iJI CjLjUall £-a lift <_>bjUj 


We would like you to join us for lunch. 


^^ic llLajjc (Jj&j jl Jjj 


Let me know if you can attend. 


jjyiaaJI • iTt< jl ii\t| 


I'd love to come. 


jjjJa=JI 1—1C. jl ^^jj] 


Please send me details of the event. 


_ CjAaJI jC JjU^alij y (Jul JJ jl J^-j\ 


Many thanks for your kind invitation. 


.Ajjlrtll ^SjjcJ JjjaJI (_£ jfLi 


Unfortunately, I'll be abroad. 


.^jLaJL jj£i i_s_jjoi iaaJI ^jjoJ 


I hope the event goes well for you. 


^| jj La jji, ^Jc. CliiaJI jJjolI jl j^-jl 






Messages 3 

o 


3 Jl 






They are having problems arranging the 


,^Lqj=».VI s-yjjj cKLaba jj£=Jjj 


meeting. 




Do you have any suggestions? 


?CUI uSI (cl uSkal Ja 


Good news! 




It would be good to get together sometime 


(JjLall ^jAuiVI ^Uji tat* «•«"-»■ ' jl (Jj-i»3VI j* 


next week. 


I'll set up a meeting. 


,^Lu=J -ia»J .id i_ijjai 


This is to let you know that Will Pick is 


.^Sjj^ll jijUja. JjJ j^ t^Jf^V liA 


leaving the company. 




I'm sure that you will want to join us in 


Ua=>. ^.Iftl.) jl ^ lUSjULo 1—1C. JJ liljl -iStLa Ul 


wishing Wilfred good luck in his new job. 


_S.ll.laJI <iil]aj ^ -lljiL_jl ! , ii 


I am sorry to inform you that I will be off 
work for two weeks. 


_ jjc.^jjoii o^al (JaxjI 


I was sorry to hear about Stavros. 


_(jajjaljLu) jC jl-J2>.l £.«.i, ul jl ^^jioijj 


Please pass on my best wishes. 


-t ^jLlaj jj^aSi A_ill (JSjj jl 



